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How to Find the Buyer Assigned to your Requisition 

When Requisitions are created, there is not a Buyer that is immediately assigned to the 
document. If the Requisition is never approved or is cancelled for any reason, a Buyer will not 
be noted or assigned to the document. Requisitions will only have a Buyer assigned to it if and 
when: 

 The requisition is fully approved and 

 A contract and/or a purchase order is created. 
To find out what Buyer is assigned to your Requisition, perform the following: 
 

1) Select Main Menu > eProcurement > Manage Requisitions. 
 

 
 

 
2) The search criteria should be: 

a. Business Unit: Enter MDJUD. 
b. Request Status: Select PO(s) Created from the dropdown. 
c. Date From: Enter the beginning date range. 
d. Date To: Enter the ending date range. 
e. Requester: Optional: If you know who is requesting the goods or service, enter 

the Requester’s Name. 

3) Click the Search  button. 
 

 
 

4) Click the Expand button to view the Requisition Status Information. 
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5) Click the Purchase Orders hyperlink. 
 

 
 

6) View the Buyer’s Name associated to the Purchase Order. This is the Buyer assigned to 
the Requisition. 


